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NO RESPONSE FORM 
 
If you choose not to respond to this Request for Proposals, please fax this form 
back to MONROE COUNTY at your earliest convenience, to the attention of: 
 

Kim DeLuca 
Monroe County Office of Purchasing & Central Services 

200 County Office Building 
Rochester, NY 14614 
Fax (585) 753-1104 

 
RFP Support of SAP ERP System for Monroe County. NY 

Company:  
Address:  
  
  
Contact:  
Contact Phone:  
Email:  

 
 

Reason for No-Response:  

Project capacity.  

Cannot bid competitively.  

Cannot meet delivery requirements.  

Cannot meet specifications.  
Do not want to do business with Monroe 
County. 

 

*Other:  
  
  

 
 

Suggested changes to RFP   
  Specifications for next  
  Request for Proposals.  
      
      
  
  

 
*Other reasons for not responding might include insufficient time to respond, do not 
offer product or service, specifications too stringent, scope of work too small or large, 
unable to meet insurance requirements, cannot meet delivery or schedule 
requirements, etc 
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SECTION 1 - INVITATION TO PARTICIPATE 
 
 
1.1 Purpose 

 
Monroe County (“the County”) is soliciting proposals for professional services for SAP 
Support Consulting Services.  The County is currently using SAP ERP version ECC 6.0 
Enhancement Package (“EhP”) 4.  Prospective Respondents must offer a proposal that 
will meet the scope of services, qualifications, and general description of work 
activities identified in this Request for Proposals (“RFP”). 
 
In responding to this RFP, Respondents must follow the prescribed format as outlined 
in Section 3.  By so doing, each Respondent will be providing the County comparable 
data submitted by other Respondents and, thus, be assured of fair and objective 
treatment in the County review and evaluation process.  
 
Pending final approval from the Monroe County Legislature, the County’s objective is 
to enter into a one-year agreement with the option to renew for two (2) additional one-
year terms.  The proposed 2012 budget is $175,000; however, this may change as 
funding allows. 
 

 
1.2 RFP Coordinator; Issuing Office 

 
This RFP is issued for the County.  The RFP Coordinator, identified below, is the sole 
point of contact regarding this RFP from the date of distribution until the selection of 
the successful Respondent.  
 

Kim DeLuca, Contract Management Coordinator 
Monroe County Purchasing and Central Services 
39 West Main Street 
Room 200 
Rochester, New York 14614 
Phone: (585) 753-1137 
Fax: (585) 753- 1104 
Email:  kdeluca@monroecounty.gov 

 

Only those Respondents who have registered and received a copy of this RFP via the 

County website at www.monroecounty.gov/bid/rfps will receive addenda, if issued.   

 

 

1.3 Presentation and Clarification of the County's Intentions 

 
As a result of this RFP, the County intends to enter into a contract with the selected 
Respondent to supply the services described in Section 2. However, this intent does 
not commit the County to award a contract to any responding Respondent, or to pay 
any costs incurred in the preparation of the proposal in response to this request, or to 
procure or contract for any services.  The County reserves the right, in its sole 
discretion, to (a) accept or reject in part or in its entirety any proposal received as a 
result of this RFP if it is in the best interest of the County to do so; (b) award one or 
more contracts to one or more qualified Respondents if necessary to achieve the 
objectives of this RFP and if it is in the best interest of the County to do so. 

http://www.monroecounty.gov/bid/rfps
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1.4      Time Line 

 
 

The schedule of events for this RFP is anticipated to proceed as follows: 
 

 This RFP will be distributed on September 30, 2011. 
 

 All requests for RFP clarification must be submitted in writing to the RFP 
Coordinator at the email address provided in Section 1 and received no later 
than 3:00 PM EST on October 14, 2011. 

 

 All questions will be answered and documented in writing as an Addendum 
to the RFP, and posted on the County web site.  These will be sent out to all 

Respondents who received the original RFP on or before October 28, 2011. 
 

 Final RFP submissions must be received by 3:00 PM EST on Thursday, 
November 10 2011 at the address shown in Section 3.1.  The right to 
withdraw will expire on this date and time. 

 
 
1.5 An Overview of the Organization  
 
The County is located in the Finger Lakes Region of New York State, where the 
Genesee River meets the south shore of Lake Ontario. The County has a population of 
over 735,000 residents. The County is comprised of 19 towns, 10 villages and the City 
of Rochester, the third largest city in New York State.  
 
Monroe County government, with a workforce of approximately 4,600 full and part-
time employees, has an annual operating budget close to $1 billion. County 
government provides a variety of services, including: public safety, health and human 
services, economic development, recreation, transportation and environmental 
services. The County also owns and operates the Greater Rochester International 
Airport and leases and operates the Seneca Park Zoo. 
 
The County is a community of innovators on the cutting edge of scientific research and 
discovery; a community of entrepreneurs; home to some of the world’s best-known 
brands and fastest growing companies; and, a community recognized for its leadership 
in arts, culture, and higher education. 
 
Information Services provides solutions to meet the County’s requirements for digital 
information to both internal departments and external customers such as towns, 
villages, the city, and tax payers.  The department performs business process re-
engineering and user needs assessments; then matches information requirements 
with cost-effective information technology.  Information Services coordinates the 
installation, operation, and maintenance of county mainframe, mid-range, and micro-
computers.  It is responsible for monitoring and evaluating technological developments 
and formulating standards and guidelines for computing within Monroe County 
government. 
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SECTION 2 – DETAILED SCOPE OF WORK 
 

 
2.1  Overview 

 
The County is seeking proposals for professional services to partner with the County’s 
SAP team to support their existing SAP ERP version ECC 6.0 system. 
 
The County’s SAP environment is currently run using Oracle database on an AIX 
platform.  Hardware and SAP Basis configuration are supported by IBM’s Global 
Services Division.  IBM Global Services Division provides hosting services for the 
County.  It is implied that any consultants hired will work through the County’s 
support team and IBM with any issues related to hardware and Basis configuration. 

 
The project scope will involve supporting modules in SAP ERP version ECC 6.0 EhP4, 
Solutions Manager 7.0 and other future modules and SAP Add-ons.  The support 
request may involve problem analysis, software modification, and configuration of 
existing functionality and / or implementation of new functionality.  Requests for 
support will be assessed on an as needed basis and may or may not be actualized 
depending on the feasibility of the modification within Monroe County’s budget and 
time constraints.  
 
The expected start date is March 2012 with a possibility for renewal annually for the 
next 2 years.  
 
 
2.2   ERP System Landscape 

 

The description below is the current state of the Monroe County landscape.  

 

 
2.2.1  Hardware Configuration 

 

  Layer Specifications 

Solutions Manager P520,   8GB RAM, 9GB db size 

Sandbox P520, 10GB RAM, 260GB db size 

Develop P520, 10GB RAM, 370GB db size 

Quality P520, 16GB RAM, 260GB db size 

  Production P520, 24GB RAM, 260GB db size 
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2.2.2 Software and other Technical Statistics 

 

Item Release / Statistic 

SAP ERP Central Component 
version ECC 6.0  

Public Sector Solutions and HR Components 

Latest Support Pack Enhancement Pack 4 

Active Users 400 

HR Master Records  5000 

Hardware Configuration IBM P520  

Database Oracle 11.2g 

Unicode Compliant Yes 

Operating System AIX 6.1 

 

 
2.3  Modules in Scope 

 

Some customization is present in the environment; however, the County prefers to 
remain standard whenever possible. 
 
The following lists the modules that are in place at the County: 
 
2.3.1 Financials 

 

 

General Ledger Accounting (FI-GL) / Special Ledger 

Chart of Accounts 

Automatic and simultaneous posting of sub-ledger items in the appropriate 
general ledger accounts (reconciliation accounts)  

Journal voucher processing 

Park and Post abilities 

General Ledger Account Analysis 

Closing Operations 

Reporting (Refer also to Funds Management for SPL Reporting) 

 

Accounts Receivable 

Centralized Customer Master Management 

Billing Form (one format / different text based on department)  

Invoices and Credit Memos Processing 

Customer Payments  

Cash Application 

Short Payments 

Overpayments 

Customer Account Analysis 

Customer Account Aging 
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Accounts Receivable 

Collections 

Account Clearing 

Correspondence with Customers 

Agency Cash Position/Receivables (if applicable) 

Reporting 

 

Treasury / Cash Management 

Bank Account Management 

Bank Master Data 

Bank Deposit Slips 

Check Management (Reversals, Voids, Reissues) -  See AP 

Electronic Bank Statement (key accounts) 

Cash Management 

Treasurer’s fund for pooled cash 

Daily inter-fund cash movements 

Cash Journal – Cashier and Offsite Cash/Check Deposits 

Cash and Liquidity Forecasting 

Corporate Finance Management 

Debt Service – (Short and Long Term) – Recording, Tracking and 
Reporting 

Investments – Recording, Tracking and Reporting 

Capital Interest Allocation 

GASB34 

 

Asset Accounting 

Asset Master Record Management 

Asset Classes  

Asset Master Records 

Assets Under Construction 

Sub-Assets 

Leased Assets 

Leasehold improvement assets 

Asset Acquisitions 

External Acquisition with Vendor 

Acquisition from Internal Activity (Donated Assets, Transfers In) 

Acquisitions from Grant activities 

Capitalization of Assets Under Construction 

Asset Retirements and Transfers 

Retirement with Revenue (Sale) 

Retirement without Revenue (Scrapping, Donations) 
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Asset Accounting 

Intra-fund Asset Transfers 

Gain/Loss on Retirement 

Physical Inventory of Assets 

Depreciation 

Depreciation Areas (Modified Accrual and Full Accrual) 

Depreciation Method (Straight Line over Useful Life) 

Planned/Unplanned Depreciation 

Asset Reporting 

Asset Explorer 

Asset Activity Reports (Additions, Transfers, Retirements) 

Asset History 

 

Accounts Payable 

Vendor Master Management 

Invoices (P.O related and Direct Invoice Entry) 

Credit Memos 

Debit Memo 

Vendor Account Analysis 

Vendor Account Aging  

Vendor Payments (Manual, Check, Wire Transfer, ACH) 

Payment Proposal 

Daily Payment Runs 

Warrant Clearing 

Account Clearing 

1099 Processing 

 

Controlling / Cost Accounting  

Cost Centers  

Cost Center Groups  

Cost Center Hierarchies 

Cost Elements (Revenue and Expense)  

Allocations  

Statistical Key figures 

Statistical Key figure groups 

 

Project Accounting / Capital Finance  

Project Master Data Management 

Project Definition Masters 

Project Planning 

Project Budgeting 
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Project Accounting / Capital Finance  

Project Availability Control 

Project Accounting (Encumbrances, Expenditures, Revenues, Journal 
Vouchers) 

Application of Overhead Costs 

Record labor costs  

Project Closeout 

Project Accrual (Year-end)  

Reporting 

 

Grants Management  

Grant Master Data Management 

Sponsor Masters 

Grant Masters 

Sponsored Programs 

Sponsored Classes 

Grant Sponsored Budget 

Grant Availability Control  

Grant Accounting (Encumbrances, Expenditures, Cost Allocations, 
Revenues, Journal Vouchers) 

Cost Sharing Rules 

Record labor costs  

Grant Billing 

Receivables Tracking 

Grant Closeout 

Grant Accrual (Year-end)  

Reporting  

 

Funds Management / Budget Control and Development 

Funds Centers, Commitment Item and Funds Master Records 

Period Based Encumbrance Tracking (PBET) 

Budget Control System (BCS)  

Multiple budget versions (base, adopted, augmentations, etc.) 

Budget entry documents 

Minimal budget Development capabilities 

Budget Execution with active availability control 

Year-end Close Operations 

Reporting 
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Additional functionalities are under consideration for implementation.  These include: 
 

 Workflow  Asset Management [Inventory] 

 ESS Web Portal  Business Objects 

 

 
2.3.2 Procurement and Materials Management 
 

Purchase Requisitions  

Create, Change and Display Purchase Requisitions 

Release (Approve) Purchase Requisitions 

Assign Source to Purchase Requisitions 

List Displays for Purchase Requisitions 

 

Purchase Orders  

Create, Change and Display Purchase Orders 

Release (Approve) Purchase Orders 

Transmission (Print or Fax) of Purchase Orders 

Assign and Process Purchase Requisitions 

List Displays for Purchase Orders 

 

Request for Quotation 

Create, Change and Display Request for Quote 

Maintain Quotation 

Display Quotation 

Price Comparison List 

Transmission (Print or Fax) of Request for Quote and Rejections 

List Displays for Request for Quote 

 

Goods Receipts 

Post Goods Receipt for PO 

Reverse Goods Receipt 

Return Delivery 

Change and Display Material Document 

Print Receiving Document 

Material Document List 

 

Logistics Invoice Verification 

Enter PO Related Invoice 

Cancel Invoice Document 

Park Invoice 

Post Parked Invoice 

Process Blocked Invoices (Quantity / Price variance) 
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Logistics Invoice Verification 

Create, Change and Display Vendor Master 

 

Material Masters 

Create, Change and Display Material Master 

Mass Maintenance of Material Master 

 

Vendor Masters 

Create, Change and Display Vendor Master 

Mass Maintenance of Vendor Master 

 

 
2.3.3 Human Resources and Payroll 
 

Organizational Management 

Create and maintain Organizational Units and their attributes 

Create and maintain Jobs and attributes associated with them 

Manage Job Families (where applicable) 

Create and maintain Positions and their attributes 

Assign employees to Positions (and Org Units) 

Define and maintain hierarchical reporting relationships 

Support Organizational Planning - dates, versions and statuses 

 

Personnel Administration 

Maintain Employee Basic Data 

Maintain Employee Address Information 

Support Personnel Actions 

Maintain Organizational Assignment  

  (Job, Position assignment, Organization) 

Maintain Employment Status 

Maintain Employee Groupings 

Maintain Seniority/Service related dates 

Maintain Leave Entitlement and Balances 

Maintain Basic Pay information 

Maintain Employee Cost Allocations 

Maintain Probation Information 

Maintain Additional Employee Information 

 

Benefits Administration 

Plan enrollment (open enrollments, life events, new hire enrollment, etc.) 

Termination of plan membership 
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Benefits Administration 

COBRA eligibility, enrollment and maintenance 

Monitor FMLA and LWOP employees 

Maintain plan rates, rules and eligibility for both future and current benefit 
plans 

Report employee, employer and total provider costs 

Interface membership information and payroll data with benefit providers 

 

Position Budgeting & Control 

Create and maintain position attributes to enable effective budgeting 

Create and maintain the necessary budget objects 

Define and manage the budget for personnel expenditures 

Determine the financing required for an employee on the basis of simulated 
payroll runs or default values 

Comparison to actual payroll postings  

Availability check on the budget for personnel expenditure 

Reporting 

 

Payroll 

Manage Gross to Net Payroll processing (regular, retroactive) 

Maintain Base Salary and Hourly Rates 

Define and Manage  

Recurring Earnings 

Additional Earnings 

Recurring Deductions 

Maintain Year to Date Amounts 

Manage Federal and State Tax Rules 

Manage W2 Information 

Maintain Payroll Calendars 

Automated posting of payroll results to SAP FI & CO 

Off-cycle Payroll processing (On-demand Checks, Manual Checks, 
Reversals) 

Ability to print checks and direct deposit advices 

Manage 3rd party remittances (Regular, Benefits, Taxes, Garnishments) 

Manage Garnishment Process 

Manage Month end Accruals 

Manage quarterly and year end processing (accumulations, tax forms, 
adjustments) 
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Time Management 

Maintain Time and Attendance (Recording of time) 

Manage Time Evaluations (Regular, Shift, Overtime, Premiums) 

Manage Substitutions 

Maintain Planned Work Schedule(s) 

Maintain Absence and Attendance Quotas 

Time Accounts and Leave Accruals 

Maintain costing information 

 

 
2.4   SAP Technical Support Tasks 

 
The consultants will be expected to provide the following services for technical 
application and business process support: 

 
 

a. Provide guidance to making technical changes in BASIS, Security, ABAP, 
Solutions Manager and other programs. 
 

b. Assist technical support team to identify best methods, tools, processes, and 
procedures used to determine what needs to be modified on the ABAP and 
Netweaver environments. 

 
c. Assist in testing of technical aspects including security, custom code and 

programs. 
 

d. Assist in technical and development teams to modify custom reports / interface 
programs.  

 
e. Assist County development staff in development and testing. 

 
f. Assist County development staff during support pack and enhancement pack 

upgrades. 
 

 
2.5  SAP Functional Support Tasks 
 
 
The consultants will be expected to provide the following services for functional 
application and business process support: 
 

 
a. Troubleshoot identified issues with County staff support. 

 
b. Assist County staff with best methods for troubleshooting problems and 

contacting SAP’s Online Service System (“OSS”) to resolve issues as timely as 
possible. 

 
c. Help design and implement adequate solutions to requests. 
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d. Clearly document issues, options and implications of changes to functionality 

for County business.  All changes will require documentation and be reviewed 
with the functional team member responsible for the area.  
 

e. Create Business Process Procedure documents for configuration changes, 
Functional Specification documents for programs and technical customization, 
and create other documentation material as needed.   

 
f. Assist in identifying and adjusting configuration for the modules listed above 

with special attention to payroll. 
 
g. Help functional teams re-design adequate integration testing scenarios for all 

existing business processes. 
 

h. Assist functional teams to test and resolve issues. 
 

i. Assist County development staffs during support pack and enhancement pack 
upgrades. 
 

j. Identify and document any implemented changes to functionality and business 
processes. 

 

 

2.6 Miscellaneous Expectations 

 
Consultants are expected to work under the direction of the County’s Information 
Services (IS) staff headed by the IS Deputy Director, IS Production Support Manager or 
other designated County staff.  The consultant will be expected to follow all policy and 
procedures set in place by the County for change management, code promotion, 
testing, and approval of modifications being made to the County’s SAP ERP system.  
Monroe County may dismiss any consultant in violation of these policies at any time.  
Monroe County reserves the right to deny use of a consultant if the County staff 
deems that he/she is not qualified because of insufficient level of SAP experience, lack 
of communication skill, or other required skill that does not meet the County’s 
expected standard.  
 
Travel to Monroe County may be required in some circumstances.  All travel must be 
pre-approved prior to making arrangements.  Otherwise, the County will not be 
obligated to pay for travel or incurred expenses that were not pre-approved.  Approved 
travel expenses accompanied by receipts will be reimbursed in accordance with 
Monroe County regulations, as applicable [see Appendix B]. 
 
Off-shore support will not be considered by the County. 
 
Invoices for time worked must be submitted on a pre-determined weekly or monthly 
schedule within 60 days of the occurrence in order for payment to be made. 
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SECTION 3 - SPECIFIC PROPOSAL REQUIREMENTS 

 
 

3.1 Submission of Respondent's Proposal(s) 

 
A. Acceptance Period and Location: To be considered, Respondents must 

submit a complete response to this RFP. Respondents not responding to 
all information requested in this RFP or indicating exceptions to those 
items not responded to may have their proposals rejected as being non-
responsive. 
 

 Sealed proposals must be received at the address below on or before 3:00 
p.m. Eastern Standard Time, on Thursday, November 10, 2011. 
 
Kim DeLuca 
Monroe County Purchasing and Central Services 
39 West Main Street 
Room 200 
Rochester, New York 14614 
Email address:  kdeluca@monroecounty.gov 
 
Refer to Section 3 for further detail regarding response formats and 
requirements. There will be no public opening of the proposals.  
 

B. Withdrawal Notification: Respondents receiving this RFP who do not 
wish to submit a proposal should reply with the "No Response Form” 
[page 2 of this RFP] to be received by the indicated contact on the form 
no later than the proposal submission date. This RFP is the property of 
the County and may not be reproduced or distributed for purposes other 
than proposal submission without the written consent of the Monroe 
County Attorney. 
 

C. Required copies: Respondents must submit one (1) signed original 
Proposal and seven (7) complete copied sets of the signed original 
Proposal.  Proposals should be clearly marked as “Proposal for SAP 
ERP Support.” The Respondent must also respond electronically in 

addition to submitting hardcopies of its proposal as provided above. The 
electronic submission may be submitted via flash-drive, DVD or email.  
The Respondent will make no other distribution of proposals. An official 
authorized to bind the Respondent to its provisions must sign the 
Proposal.  
 

D. Pricing Period: For this RFP, the proposal must remain valid for a 
minimum of 180 days past the due date for receipt of RFPs.   

 
E. Economy of Preparation: Proposals should be prepared as simply as 

possible and provide a straightforward, concise description of the 
Respondent's capabilities to satisfy the requirements of the RFP.  
Expensive bindings, color displays, promotional material, etc. are not 
necessary or desired.  Emphasis should be concentrated on accuracy, 
completeness, and clarity of content.  All parts, pages, figures, and 
tables should be numbered and clearly labeled.  Vague terms such as 
"Respondent complies" or "Respondent understands" should be avoided.   
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3.2 Response Date 

 
To be considered, sealed proposals must arrive on or before the location, time 
and date specified in Section 3.1.A. Requests for extension of the submission 
date will not be granted. Respondents mailing proposals should allow ample 
delivery time to assure timely receipt of their proposals 

 
 

3.3 Clarification of RFP and Questions 

 
Questions that arise prior to or during proposal preparation must be submitted 
in writing or via email pursuant to the instructions in Section 1 of this RFP.  
Questions and answers will be provided to all Respondents who have received 
RFPs and must be acknowledged in the RFP response.  No contact will be 
allowed between the Respondent and any other member of the County with 
regard to this RFP during the RFP process unless specifically authorized in 
writing by the RFP Coordinator. Prohibited contact may be grounds for 
Respondent disqualification. 

 
 
3.4 Addenda to the RFP 

 
In the event it becomes necessary to revise any part of this RFP, addenda will 
be provided to all Respondents that received the original RFP.  An 
acknowledgment of such addenda, if any, must be submitted with the RFP 
response.  Applicants will only receive notices of addenda by downloading 
the original RFP document via the Monroe County website at 
www.monroecounty.gov. 

 
 
3.5 Organization of Proposal 

 
This section outlines the information that must be included in your proposal. 
Please respond with your information in the same order as the items in the 

section. 
 
A. Transmittal Letter.  Each response to the RFP should be accompanied by a 

letter of transmittal not exceeding one (1) page that summarizes key points 
of the proposal and which is signed by an officer of the firm authorized to 
commit the Respondent to the obligations contained in the proposal.  The 
transmittal letter should also include a phone number, fax number and e-
mail address for the Respondent's contact person. 

 
B. Table of Contents.   Include a Table of Contents at the beginning, which 

clearly outlines the contents of your proposal. 
 

C. Company Information.  Provide information related to your company and 
any companies you are proposing to use as sub-contractors. Specifically 
address the following: 

 
 1. Year the company was organized. 
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 2. Identification of company ownership. 

 
 3. Financial history of the company covering the last three years.  

Attach the most recent copy of your latest financial statements 
prepared by an independent certified public accountant in 
accordance with generally accepted accounting principals.  Also 
include the following information: current balance sheet, 
statement of revenues and expenses, statement of cash flows, and 
appropriate notes to these documents. 501(c)(3) organizations 
must submit their most recent Form 990. 

 
 4. Functions and location of your nearest regional office to 

 Monroe County. 
 
5. Anticipated growth of your organization including expansion of the 

client base and acquisitions 
 
6. Any conflicts of interest that may affect the County’s potential 

selection of, or entering into an agreement with, your organization, 
i.e. your organization currently holds an agreement with the 
County for other services, a relative of any employee if the 
Respondent is a member of the selection committee, etc.  

 
D. Experience.  Provide information that clearly demonstrates your 

organization's prior experience and background (both business and 
technical) in engagements similar to this project.  This section must include: 

 
1. A list of similar projects with municipal clients, especially in the 

State of New York, the dates of engagement for each client.  
Include the following information for each municipal client: 

 
a. Name and address of the client; 
b. Name and telephone number of contact person; and 
c. Summary of the engagement. 

 

2. Résumés for the key personnel to be involved in providing services 
to the County. 

 
E. Respondent’s proposal.   Respondent must submit a detailed Project 

Narrative and Work Plan that describes: 
 

1) its expertise and that of its proposed personnel and how its 
management procedures will ensure quality work is performed; 

2) how its proposed services and proposed work plan will meet the tasks 
and deliverables as described in Section 2 of this Request for 
Proposals;  

3) proposed quality control mechanisms that ensure a high level of 
quality and commitment to excellence;  

4) describe how Monroe County will be expected to communicate with 
your consultants, and how a support need would be initiated. (i.e. 
direct communication with consultants or with a focal point at your 
company to initiate work); and 

5) describe your methodology in determining resource availability and 
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scheduling. 
 
F. Cost Proposal.  Respondents must detail the proposed method of 

compensation for the services to include the following: 
1) hourly rates by staff function/title; 
2) company markup for subcontractors; and  
3) any other charges, fees, or associated cost that must be considered. 
 
 

Note: Refer to Section 2.6 for clarification regarding travel expense 
reimbursement. 

 
 

G. Insurance Certificates.  Each Respondent must supply a copy of their 
current Certificate of Insurance showing the insurance coverage at or above 
those described in Section 4.13 of this RFP. 

 
H. Exceptions to General Information for the Respondent.  For all 

exceptions to Section 4, the Respondent must indicate on a separate sheet 
labeled "Exceptions Taken to the General Information for the Respondent", 
the section number of any requirement to which an exception is being taken 
and an explanation of their position. 

 
I. Exceptions to the Standard Monroe County Contract.  For all exceptions 

to the Standard Monroe County Contract, the Respondent must indicate on 
a separate sheet labeled "Exceptions Taken to the Standard Monroe County 
Contract," the section number of any requirement to which an exception is 
being taken and an explanation of their position. It is not intended that new 
contract wording be proposed by the Respondent, but rather that the 
Respondent explain their position so that the conflict can be evaluated.  If 
no exceptions are noted, the Respondent is presumed to have agreed with all 
sections of the standard contract. 

 
J. Certification.  Proposals should include a letter from an authorized 

corporate officer certifying the accuracy of the information provided and 
guaranteeing the proposed prices. 

 
 

3.6  Method of Evaluation 

 
A. Evaluation Committee: Selected personnel from the County will form the 

evaluation committee for this RFP. It will be the responsibility of this 
committee to evaluate all properly prepared and submitted proposals for the 
RFP and make a recommendation for award. 

 
B. Evaluation and Selection Criteria: All properly prepared and submitted 

proposals shall be subject to evaluation deemed appropriate for the purpose 
of selecting the Respondent with whom a contract may be signed.  
Responses to this RFP will be evaluated according to criteria that the County 
deems pertinent to these services, which may include, but may not be 
limited to, the following: 

 
 Proposed Fees 
 Understanding of  SAP Public Sector 
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 Degree of Relevant Experience 
 Technical Competence 
 References 
 Capacity and Availability to Perform the Services 
 Local Office 
 Other pertinent criteria 

 
C. Contract Approval Process: Respondents must be aware that any contract 

resulting from this request for proposals is subject to prior approval by the 
Monroe County Legislature and the Monroe County Law Department.  The 
County anticipates awarding this contract on or about March, 2012. 

 
 

3.7 Oral Presentation 

 
Respondents who submit a proposal may also be required to make an oral 
presentation of their proposal to the County. These presentations will provide 
an opportunity for the Respondent to clarify their proposal to ensure a thorough 
mutual understanding.  At the same time, the County is under no obligation to 
offer any Respondent the opportunity to make such a presentation.   
 
 

3.8 Investigations 
 
 The County reserves the right to conduct any investigations necessary to verify 

information submitted by the Respondent and/or to determine the 
Respondent’s capability to fulfill the terms and conditions of the RFP contract 
document. The County reserves the right to visit a prospective Respondent’s 
place of business to verify the existence of the company and the management 
capabilities required to administer this agreement.  The County will not 
consider Respondents that are in bankruptcy or in the hands of a receiver at 
the time of tendering a proposal or at the time of entering into a contract. 
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SECTION 4 - GENERAL INFORMATION FOR THE RESPONDENT 

 
 
4.1 Reservation of Rights 

 
 The County reserves the right to refuse any and all proposals, in part, or in 

their entirety, or select certain products from various Respondent proposals, or 
to waive any informality or defect in any proposal should it be deemed to be in 
the best interest of the County.  The County is not committed, by virtue of this 
RFP, to award a contract, or to procure or contract for services.  The proposals 
submitted in response to this request become the property of the County.  If it 
is in its best interest to do so, the County reserves the right to: 

 

A. Make selections based solely on the proposals or negotiate further with 
one or more Respondents.  The Respondent selected will be chosen on 
the basis of greatest benefit to the County as determined by an 
evaluation committee. 

 
B. Negotiate contracts with the selected Respondents. 

 
C. Award a contract to more than one Respondent. 

 
 
4.2 Contract Negotiation 

 
Negotiations may be undertaken with those Respondents whose proposals 
prove them to be qualified, responsible, and capable of fulfilling the 
requirements of this RFP.  The contract that may be entered into will be the 
most advantageous to the County, price and other factors considered.  The 
County reserves the right to consider proposals or modifications thereof 
received at any time before a contract is awarded, if such action is in the best 
interest of the County.  Attached as RFP Appendix A is a copy of the Standard 
Monroe County Contract which contains mandatory provisions.   
 
Negotiations do not include further revisions to the mandatory provisions 
depicted in Appendix A.  Respondents must take exception as instructed in 
Section 3.5.I. if necessary.  Any exceptions will be evaluated by the Monroe 
County Law department prior to proposal rating. 

 
 
4.3 Acceptance of Proposal Content 

 
The contents of the proposal of the successful Respondent may become 
contractual obligations, should a contract ensue. Failure of a Respondent to 
accept these obligations may result in cancellation of the award.  The awarded 
respondent will be required to provide Monroe County with a Microsoft Word ™ 
version of its final proposal. 
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4.4 Prime Responsibilities 

 
The selected Respondent will be required to assume responsibility for all 
services offered in its proposal whether or not provided by them. The 
selected Respondent will be liable, both individually and severally, for the 
performance of all obligations under the awarded contract and will not be 
relieved of non-performance of any of its subcontractors.  Further, the County 
shall approve all subcontractors and will consider the selected Respondent to 
be the sole point of contact with regard to contractual matters, including 
payment of any and all charges resulting from the contract. 

 
 
4.5 Property Rights 

 
 For purposes of this RFP and for the contract, the term “Work” is defined as all 

data, records, files, information, work products, discs or tapes developed, 
produced or generated in connection with the services to be provided by the 
Respondent.  The County and the Respondent intend the contract to be a 
contract for services and each considers the Work and any and all 
documentation or other products and results of the services to be rendered by 
the Respondent to be a work made for hire.  In submitting a proposal in 
response to this RFP, the Respondent acknowledges and agrees that the Work 
(and all rights therein) belongs to and shall be the sole and exclusive property of 
the County. 

 
 The Respondent and the Respondent’s employees shall have no rights in or 

ownership of the Work and any and all documentation or other products and 
results of the services or any other property of the County.  Any property or 
Work not specifically included in the Contract as property of the Respondent 
shall constitute property of the County. 

 
 In addition to compliance with the right to audit provisions of the contract, the 

Respondent must deliver to the County, no later than the twenty-four (24) 
hours after receipt of the County’s written request for same; all completed, or 
partially completed, Work and any and all documentation or other products and 
results of the services under such contract.  The Respondent’s failure to timely 

deliver such work or any and all documentation or other products and results 
of the services will be considered a material breach of the contract.  With the 
prior written approval of the County, this twenty-four (24) hour period may be 
extended for delivery of certain completed, or partially completed, work or other 
such information, if such extension is in the best interests of the County.  

 
 The Respondent will not make or retain any copies of the Work or any and all 

documentation or other products and results of the services provided under 
such Contract without the prior written consent of the County. 

 
 
4.6 Contract Payment 

 
Actual terms of payment will be the result of agreements reached between 
Monroe County and the Respondent selected.  
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4.7 Media Release 

 
Media releases pertaining to this RFP or the services to which it relates will not 
be made without prior approval by the County and then only in coordination 
with the County Department of Communications and Special Events. 

 
4.8 Notification of Respondent Selection 

 
 

All Respondents who submit proposals in response to this RFP will be notified 
by the RFP Coordinator of acceptance or rejection of their proposal. 

 
 
4.9 Independent Price Determination 

 
A. By submission of a proposal, the Respondent certifies, and in case of a 

joint proposal, each party thereto certifies as to its own organization, that 
in connection with the proposal: 

 
(1) The prices in the proposal have been arrived at independently 

without consultation, communication, or agreement, with any 
other Respondent or competitor for the purpose of restricting 
competition; and 

 
(2) No attempt has been made or will be made by the Respondent to 

induce any other person or firm to submit or not to submit a 
proposal for the purpose of restricting competition. 

 
B. Each person signing the proposal certifies that: 

 
(1) They are the person in the Respondent’s organization responsible 

within that organization for the decision as to prices being offered 
in the proposal and they have not participated and will not 
participate in any action contrary to A (1) and (2) above; or 

 

(2) They are not the person in the Respondent’s organization 
responsible within that organization for the decision as to prices 
being offered in the proposal but that he has been authorized in 
writing to act as agent for the persons responsible for such 
decisions in certifying that such persons have not participated, 
and will not participate, in any action contrary to A (1) and (2) 
above, and that as their agent, does hereby so certify; and that he 
has not participated, and will not participate in any action 
contrary to A (1) and (2) above. 

 
C. A proposal will not be considered for award if the sense of the statements 

required in the proposal has been altered so as to delete or modify A (1) 
and (2) above. 
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4.10 Incurring Costs 

 
The County is not liable for any costs incurred by Respondent prior to the 
effective date of the contract.  

 
 
4.11 Material Submitted 

 
 All right, title and interest in the material submitted by the Respondent as part 

of a proposal shall vest in Monroe County upon submission of the Respondent’s 
proposal to Monroe County without any obligation or liability by Monroe County 
to the Respondent.  Monroe County has the right to use any or all ideas 
presented by a Respondent. 

 
 Monroe County reserves the right to ownership, without limitation, of all 

proposals submitted.  However, because Monroe County could be required to 
disclose proposals under the New York Freedom of Information Law (Public 
Officers Law §§ 84 – 90), Monroe County will, to the extent permitted by law, 
seek to protect the Respondent’s interests with respect to any trade secret 
information submitted as follows: 

 
Pursuant to Public Officers Law § 87, Monroe County will deny public access to 
Respondent’s proposal to the extent the information constitutes a trade secret, 
which if disclosed would cause substantial harm to the Respondent’s 
competitive position, provided the Respondent identified the information it 
considers to be a trade secret and explains how disclosure would cause harm to 
the Respondent’s competitive position. 

 
 
4.12 Indemnification 

 
The Respondent shall defend, indemnify and save harmless the County, its 
officers, agents, servants and employees from and against all liability, damages, 
costs or expenses, causes of actions, suits, judgments, losses, and claims of 
every name not described, including attorneys' fees and disbursements, 

brought against the County which may arise, be sustained, or occasioned 
directly or indirectly by any person, firm or corporation arising out of or 
resulting from the performance of the services by the Respondent, its agents or 
employees, the provision of any products by the Respondent, its agents or 
employees, arising from any act, omission or negligence of the Respondent, its 
agents or employees, or arising from any breach or default by the Respondent, 
its agents or employees under the Agreement resulting from this RFP.  Nothing 
herein is intended to relieve the County from its own negligence or misfeasance 
or to assume any such liability for the County by the Respondent. 

 
 
4.13 Insurance Requirements 

 
The Respondent shall procure and maintain at their own expense until final 
completion of the work covered by the Contract, insurance for liability for 
damages imposed by law of the kinds and in the amounts hereinafter provided, 
issued by insurance companies authorized to do business in the State of New 
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York, covering all operations under the Contract whether performed by the 
Respondent or by their subcontractors. 

 
The successful Respondent shall furnish to the County a certificate or 
certificates of insurance in a form satisfactory to the County Attorney showing 
that he has complied with all insurance requirements set forth in the contract 
for services, that certificate or certificates shall provide that the policies shall 
not be changed or canceled until thirty (30) days written notice has been given 
to the County.  Except for Workers’ Compensation Insurance, no insurance 
required herein shall contain any exclusion of municipal operations performed 
in connection with the Contract resulting from this proposal solicitation.  The 
kinds and amounts of insurance are as follows: 

 

A. WORKERS’ COMPENSATION AND DISABILITY INSURANCE: A policy 
covering the operations of the Respondent in accordance with the 
provisions of Chapter 41 of the Laws of 1914, as amended, known as the 
Workers' Compensation Law, covering all operations under contract, 
whether performed by them or by their subcontractors.  The Contract 
shall be void and of no effect unless the person or corporation making or 
executing same shall secure compensation coverage for the benefits of, 
and keep insured during the life of said Contract, such employees in 
compliance with the provisions of the Workers’ Compensation Law 
known as the Disability Benefits Law (chapter 600 of the Laws of 1949) 
and amendments hereto. 

 
B. LIABILITY AND PROPERTY DAMAGE INSURANCE issued to the 

Respondent naming Monroe County as an additional insured, and 
covering liability with respect to all work performed by him under the 
Contract.  The minimum limits for this policy for property damage and 
personal injury shall be $1,000,000 per occurrence and $3,000,000 
aggregate covered under liability and damage property.  All of the 
following coverage shall be included: 

 
Comprehensive Form 
Premises-Operations 
Products/Completed Operations 

Contractual Insurance covering the Hold Harmless Provision 
Broad Form Property Damage 
Independent Respondents 
Personal Injury 

 
C. CONTRACTOR'S PROTECTIVE LIABILITY INSURANCE issued to the 

Respondent and covering the liability for damages imposed by law upon 
the said Respondent for the acts or neglect of each of his subcontractors 
with respect to all work performed by said subcontractors under the 
Contract. 

 
D. PROFESSIONAL LIABILITY INSURANCE covering errors and omissions of 

the Respondent with minimum limits of $1,000,000 per occurrence and 
$3,000,000 aggregate coverage. 

 
E. MOTOR VEHICLE INSURANCE issued to the Respondent and covering 

liability and property damage on the Respondent's vehicles in the 
amount of $1,000,000 per occurrence. 
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4.14 Proposal Certification 

 
The Respondent must certify that all material, supervision, and personnel will 
be provided as proposed, at no additional cost above the proposal price. Any 
costs not identified and subsequently incurred by the County must be borne by 
the Respondent. This certification is accomplished by having the Proposal 
signed by an individual who has the authority to bind the Respondent.  
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APPENDIX A 
SAMPLE STANDARD MONROE COUNTY CONTRACT 

 
The County contemplates that, in addition to all terms and conditions described in this 
RFP, final agreement between the County and the selected Respondent will include, 
without limitation, the terms contained in this Appendix A, Standard Monroe County 
Contract. 
 
Respondents should note that, at a minimum, all the contractual provisions included in 
the sample contract herein will automatically be deemed part of the final Contract.  
Although such provisions will govern all proposals as submitted, the County may later 
amend such provisions.  The sample contract is included so that all proposals will be 
governed by the same contractual terms 
 
THIS AGREEMENT, made this _____ day of ____________, 20___, by and between 
MONROE COUNTY, a municipal corporation, with offices at 39 West Main Street, 
Rochester, New York 14614, hereinafter referred to as the "COUNTY", and ____________ 
with offices at ______________, hereinafter referred to as the "CONTRACTOR". 
 

WITNESSETH: 
 

WHEREAS, the County is desirous of obtaining the services of the 
CONTRACTOR to perform the scope of work set forth in Section l hereof, and 
 

WHEREAS, the COUNTY issued a Request for Proposal (“RFP”), and 
 

WHEREAS, the CONTRACTOR has submitted a proposal, dated __________,                               
to perform the requested services, and 
 

WHEREAS, the County Legislature of the County of Monroe by Resolution 
Number _____ of 20___, authorized the County Executive, or her designee, to enter into 
a contract for services as hereinafter described, and 
 

WHEREAS, the CONTRACTOR is willing, able, and qualified to perform such 
services,  
 

NOW, THEREFORE, in consideration of the mutual covenants and agreements 
hereinafter set forth the parties hereto mutually agree as follows: 
 
I. SCOPE OF SERVICES 

 
The Contractor shall perform the following services for the County: 

  

A.  

 

B.  
 
II. TERM OF CONTRACT 
 
The term of this Agreement shall be for the period of ___________ through ___________. 

 
This Agreement shall remain in effect for the period specified above, unless it is 
terminated by either party hereto, upon 30 day’s prior written notice sent by registered 
or certified mail to the County's ____________ Director or the Contractor.  This notice 
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shall be sent to the respective party at the addresses first above set forth or at such 
other address as specified in writing by either party.  Upon termination of this 
Agreement, the Contractor shall have no further responsibility to the County or to any 
other person with respect to those services specified in this Agreement.  Upon 
termination of this Agreement, the County shall be obligated to pay the Contractor for 
services only performed through the date of termination.  Following such payment, the 
County shall have no further obligations to the Contractor under this Agreement. 
 
III. PAYMENT FOR SERVICES 

 
The County agrees to pay the Contractor, and the Contractor agrees to be paid, a sum 
in full satisfaction of all expenses and compensation due the Contractor not to exceed 
___________________________($___________). 
 
Payment by the County for the sum(s) herein contracted for shall be made upon the 
submission of properly executed Monroe County claim vouchers, supported with such 
information and documentation necessary to substantiate the voucher, approved by 
the County's Director of _______________, or by his/her designee, and audited by the 
Controller of the County. 

 
The County may audit records relating to expenses for services provided by the 
Contractor pursuant to this Agreement at any time during this Agreement and 
through and including twelve (12) months following this Agreement. 
 

 The Contractor shall prepare and make available such statistical and financial service 
and other records requested by the County.  These records shall be subject at all 
reasonable times to inspection, review, or audit by the County, the State of New York 
and other personnel duly authorized by the County. These records shall be maintained 
for the period set forth in the State regulations. 
 
IV. AMENDMENTS  

 
This Agreement may be modified or amended only in writing duly executed by both 
parties.  Any modification or amendment shall be attached to and become part of this 
Agreement.  All notices concerning this Agreement shall be delivered in writing to the 
parties at the principal addresses as set forth above unless either party notifies the 
other of a change in address. 

 
V. INSURANCE  

 
The Contractor will at its own expense, procure and maintain a policy or policies of 
insurance during the term of this Agreement.  The policy or policies of insurance 
required are standard Workers’ Compensation and Disability Insurance, if required by 
law; professional liability and general liability insurance (including, without limitation, 
contractor’s protective liability) with single limits of liability in the amount of 
$1,000,000 per occurrence, and $3,000,000 aggregate coverage; automobile liability 
insurance in the amount of $1,000,000 with a minimum of $1,000,000 each 
occurrence, bodily injury, and property damage.  Original certificates evidencing such 
coverage and indicating that such coverage will not be cancelled or amended in any 
way without thirty (30) days prior written notice to the County, shall be delivered to 
the County before final execution of this Agreement and original renewal certificates 
conforming to the requirements of this section shall be delivered to the County at least 
sixty (60) days prior to the expiration of such policy or policies of insurance.  The 
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Contractor's general liability insurance shall provide for and name Monroe County as 
an additional insured. All policies shall insure the County for all claims arising out of 
the Agreement. All policies of insurance shall be issued by companies in good financial 
standing duly and fully qualified and licensed to do business in New York State or 
otherwise acceptable to the County. 

 
If any required insurance coverage contain aggregate limits or apply to other 
operations of the Contractor, outside of those required by this Agreement, the 
Contractor shall provide Monroe County with prompt written notice of any incident, 
claims settlement, or judgment against that insurance which diminishes the 
protection of such insurance affords Monroe County.  The Contractor shall further 
take immediate steps to restore such aggregate limits or shall provide other insurance 
protection for such aggregate limits. 

 
VI. INDEMNIFICATION  

 
The Contractor shall defend, indemnify and save harmless the County, its officers, 
agents, servants and employees from and against all liability, damages, costs or 
expenses, causes of actions, suits, judgments, losses, and claims of every name not 
described, including attorneys' fees and disbursements, brought against the County 
which may arise, be sustained, or occasioned directly or indirectly by any person, firm 
or corporation arising out of or resulting from the performance of the services by the 
Contractor, its agents or employees, the provision of any products by the Contractor, 
its agents or employees, arising from any act, omission or negligence of the 
Contractor, its agents or employees, or arising from any breach or default by the 
Contractor, its agents or employees under the Agreement resulting from this RFP.  
Nothing herein is intended to relieve the County from its own negligence or 
misfeasance or to assume any such liability for the County by the Contractor. 
 
VII. INDEPENDENT CONTRACTOR 

 
For the purpose of this Agreement, the Contractor is and shall in all respects be 
considered an independent contractor.  The Contractor, its individual members, 
directors, officers, employees and agents are not and shall not hold themselves out nor 
claim to be an officer or employee of Monroe County nor make claim to any rights 
accruing thereto, including, but not limited to, Workers’ Compensation, 
unemployment benefits, Social Security or retirement plan membership or credit. 
 
The Contractor shall have the direct and sole responsibility for the following:  payment 
of wages and other compensation; reimbursement of the Contractor's employees' 
expenses; compliance with Federal, state and local tax withholding requirements 
pertaining to income taxes, Workers’ Compensation, Social Security, unemployment 
and other insurance or other statutory withholding requirements; and all obligations 
imposed on the employer of personnel.  The County shall have no responsibility for 
any of the incidences of employment. 
 
VIII. TITLE TO WORK  

 
A. The title to all work performed by the Contractor and any unused 

materials or machinery purchased by the Contractor with funds provided 
by the County in order to accomplish the work hereunder shall become 
legally vested to the County upon the completion of the work required 
under this Agreement. The Contractor shall obtain from any 
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subcontractors and shall transfer, assign, and/or convey to Monroe 
County all exclusive, irrevocable, or other rights to all work performed 
under this Agreement, including, but not limited to trademark and/or 
service mark rights, copyrights, publication rights, distribution rights, 
rights of reproduction, and royalties. 

 
B. No information relative to this Agreement shall be released by the 

Contractor or its employees for publication, advertising or for any other 
purpose without the prior written approval of the County. The Contractor 
hereby acknowledges that programs described herein are supported by 
this Agreement by the County and the Contractor agrees to state this fact 
in any and all publicity, publications and/or public information releases. 

 

IX. EXECUTORY NATURE OF CONTRACT 

 
This Agreement shall be deemed executory only to the extent of the funding 
available and the County shall not incur any liability beyond the funds annually 
budgeted therefore.  The County may make reductions in this Agreement for the 
loss/reduction in State Aid or other sources of revenues.  If this occurs, the 
Contractor's obligations regarding the services provided under this Agreement 
may be reduced correspondingly. 

 
X. NO ASSIGNMENT WITHOUT CONSENT  
 

The Contractor shall not, in whole or in part, assign, transfer, convey, sublet, 
mortgage, pledge, hypothecate, grant any security interest in, or otherwise 
dispose of this Agreement or any of its right, title or interest herein or its power 
to execute the Agreement, or any part thereof to any person or entity without 
the prior written consent of the County. 

 
XI. FEDERAL SINGLE AUDIT ACT  

 
In the event the Contractor is a recipient through this Agreement, directly or 
indirectly, of any funds of or from the United States Government, Contractor 
agrees to comply fully with the terms and requirements of Federal Single Audit 
Act [Title 31 United States Code, Chapter 75], as amended from time to time. 

The Contractor shall comply with all requirements stated in Federal Office of 
Management and Budget Circulars A- 102, A-110 and A-133, and such other 
circulars, interpretations, opinions, rules or regulations that may be issued in 
connection with the Federal Single Audit Act. 
 
Of the amount specified in Section ____ of this Agreement, 
______________($_______) of such amount or __________ (___%) of such amount, is 
being passed-through the County from the United States Government under the 
following: 
 

Award Name:    
 
Award Number:    
 
Award Year:    
 
Name of Federal Agency: 
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Catalog of Federal Domestic 
Assistance (CFDA) Number:   
 
The Award [ ] is [ ] is not related to Research and Development. 

 
If on a cumulative basis the Contractor expends Five Hundred Thousand and 
no/100 Dollars ($500,000.00) or more in federal funds in any fiscal year, it 
shall cause to have a single audit conducted, the Data Collection Form (defined 
in Federal Office of Management and Budget Circular A-133) shall be submitted 
to the County; however, if there are findings or questioned costs related to the 
program that is federally funded by the County, the Contractor shall submit the 
complete reporting package (defined in Federal Office of Management and 

Budget Circular A-133) to the County.  
 
If on a cumulative basis the Contractor expends less than Five Hundred 
Thousand and no/100 Dollars ($500,000.00) in federal funds in any fiscal year, 
it shall retain all documents relating to the federal programs for three (3) years 
after the close of the Contractor’s fiscal year in which any payment was received 
from such federal programs. 
 
 
All required documents must be submitted within nine (9) months of the close 
of the Contractor’s fiscal year end to: 
 

Monroe County Internal Audit Unit 
401 County Office Building 

39 West Main Street 
Rochester, New York 14614 

 
The Contractor shall, upon request of the County, provide the County such 
documentation, records, information and data and response to such inquiries 
as the County may deem necessary or appropriate and shall fully cooperate 
with internal and/or independent auditors designated by the County and 
permit such auditors to have access to, examine and copy all records, 
documents, reports and financial statements as the County deems necessary to 

assure or monitor payments to the Contractor under this Agreement. 
 
The County’s right of inspection and audit pursuant to this Agreement shall 
survive the payment of monies due to Contractor and shall remain in full force 
and effect for a period of three (3) years after the close of the Contractor’s fiscal 
year in which any funds or payment was received from the County under this 
Agreement. 

 

XII. RIGHT TO INSPECT 

 
Designated representatives of the County shall have the right to monitor the 
provision of services under this Agreement which includes having access at 
reasonable times and places to the Contractor's employees, reports, books, 
records, audits and any other material relating to the delivery of such services.  
The Contractor agrees to maintain and retain all pertinent records related to 
this Agreement for a period of ten (10) years after final payment. 
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XIII. JOB OPENINGS  
 

The Contractor recognizes the continuing commitment on the part of Monroe 
County to assist those receiving temporary assistance to become employed in 
jobs for which they are qualified, and the County's need to know when jobs 
become available in the community. 

  
The Contractor agrees to notify the County when the Contractor has or is about 
to have a job opening within Monroe County.  Such notice shall be given as 
soon as practicable after the Contractor has knowledge that a job opening will 
occur.  The notice shall contain information that will facilitate the identification 
and referral of appropriate candidates in a form and as required by the 
Employment Coordinator.  This would include at least a description of 

conditions for employment, including the job title and information concerning 
wages, hours per work week, location and qualifications (education and 
experience.) 
 
Notice shall be given in writing to: 

 
Employment Coordinator 
Monroe County Department of Human Services 
Room 535 
691 St. Paul St. 
Rochester, New York 14605 
Fax:   (585) 753-6322 
Telephone:  (585) 753-6308 

 
The Contractor recognizes that this is an opportunity to make a good faith effort 
to work with Monroe County for the benefit of the community.  Nothing 
contained in this provision, however, shall be interpreted as an obligation on 
the part of the Contractor to employ any individual who may be referred by or 
through the County for job openings as a result of the above notice.  Any 
decisions made by the Contractor to hire any individual referred by or through 
the County shall be voluntary and based solely upon the Contractor's job 
requirements and the individual's qualifications for the job, as determined by 
the Contractor. 

 
XIV. NON-DISCRIMINATION  

 
The Contractor agrees that in carrying out its activities under the terms of the 
Agreement that it shall not discriminate against any person due to such person’s 
age, marital status, disability, genetic predisposition or carrier status, race, 
color, creed, sexual orientation, sex or national origin, and that at all times it will 
abide by the applicable provisions of the Human Rights Law of the State of New 
York as set forth in Section 290-301 of the Executive Law of the State of New 
York. 

 
XV. CONTRACTOR QUALIFIED, LICENSED, ETC. 

 
The Contractor represents and warrants to the County that it and its employees 
is duly and fully qualified under the laws of the state of its incorporation and of 
the State of New York, to undertake the activities and obligations set forth in this 
Agreement, that it possesses as of the date of its execution of this Agreement, 
and it will maintain throughout the term hereof, all necessary approvals, 
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consents and licenses from all applicable government agencies and authority and 
that it has taken and secured all necessary board of directors and shareholders 
action and approval. 

 

XVI. CONFIDENTIAL INFORMATION 

 
A. For the purpose of this Agreement, “Confidential Information” shall mean 

information or material proprietary to the County or designated as 
“Confidential Information” by the County, and not generally known by 
non-County personnel, which Contractor may obtain knowledge of or 
access to as a result of a contract for services with the County.  The 
Confidential Information includes, but is not limited to, the following 
types of information or other information of a similar nature (whether or 
not reduced to writing): methods of doing business, computer programs, 
computer network operations and security, finances and other 
confidential and proprietary information belonging to the County. 
Confidential Information also includes any information described above 
which the County obtained from another party which the County treats 
as proprietary or designates as Confidential Information, whether or not 
owned or developed by the County.  Information publicly known and that 
is generally employed by the trade at the time that Contractor learns of 
such information or knowledge shall not be deemed part of the 
Confidential Information. 

 
1. Scope of Use 

 
a. Contractor shall not, without prior authorization from Monroe 

County, acquire, use or copy, in whole or in part, any Confidential 
Information. 

 
b. Contractor shall not disclose, provide or otherwise make available, 

in whole or in part, the Confidential Information other than to 
those employees of Contractor who have executed a confidentiality 
agreement with the County, have a need to know such 
Confidential Information, and who have been authorized by 
Monroe County to receive such Confidential Information.   

 
c. Contractor shall not remove or cause to be removed, in whole or in 

part, from County facilities, any Confidential Information, without 
the prior written permission of Monroe County. 

 
d. Contractor shall take all appropriate action, whether by 

instruction, agreement or otherwise, to insure the protection, 
confidentiality and security of the Confidential Information and to 
satisfy its obligations under this Confidentiality Agreement.   

 
2. Nature of Obligation 

 

a. Contractor acknowledges that the County, because of the unique 

nature of the Confidential Information, would suffer irreparable 
harm in the event that Contractor breaches its obligation under 
this Agreement in that monetary damage would be inadequate to 
compensate the County for such a breach.  The parties agree that 
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in such circumstances, the County shall be entitled, in addition to 
monetary relief, to injunctive relief as may be necessary to restrain 
any continuing or further breach by Contractor, without showing 
or proving any actual damages sustained by the County. 

 
XVII. GENERAL PROVISIONS 
 
This Agreement constitutes the entire Agreement between the County and the 
Contractor and supersedes any and all prior Agreements between the parties hereto 
for the services herein to be provided.  The Agreement shall be governed by and 
construed in accordance with the laws of New York State without regard or reference 
to its conflict of law principles. 
 
XVIII. FEDERAL, STATE AND LOCAL LAW AND REGULATIONS COMPLIANCE 
 
Notwithstanding any other provision in this Agreement, the Contractor remains 
responsible for ensuring that any service(s) provided pursuant to this Agreement 
complies with all pertinent provisions of Federal, State and local statutes, rules and 
regulations. 
 
XIX. USAGE OF COMPUTER AND ELECTRONIC EQUIPMENT 

 
The Contractor acknowledges and agrees that usage of any computer hardware, 
computer software, and/or electronic equipment used in the course of carrying out 
duties under this Agreement will be governed by all applicable laws, rules and 
regulations, including County policies and procedures. 
 
XX. MISCELLANEOUS 
 
The Contractor agrees to comply with all confidentiality and access to information 
requirements in Federal, State and Local laws and regulations. 
 
All support, regarding the ______________________, shall be provided by persons located 
within North America. 
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement the 
last day and year written below. 
 

COUNTY OF MONROE 
 

 
By                                                                                            
Maggie Brooks 
County Executive 

 
 

CONTRACTOR  
 

 
By                                                                                           
 
Name:                                                                                 

 
      Title:                                                                                   
 

                                                                                                 
Contractor’s Federal ID Number or 
Social Security Number 

 
State of New York ) 
   ) ss: 
County of Monroe ) 
 
 On the ____ day of __________ in the year ______ before me, the undersigned, a 
Notary Public in and for said State, personally appeared MAGGIE BROOKS, personally 
known to me or proved to me on the basis of satisfactory evidence to be the individual 
whose name is subscribed to the within instrument and acknowledged to me that she 
executed the same in her capacity, and that by her signatures on the instrument, the 
individual(s), or the person upon behalf of which the individual acted, executed the 
instrument.     
       ___________________________  

            Notary Public 
 
 
State of New York ) 
   ) ss: 
County of Monroe ) 
 
 On the ____ day of __________ in the year ______ before me, the undersigned, a 
Notary Public in and for said State, personally appeared __________________________, 
personally known to me or proved to me on the basis of satisfactory evidence to be the 
individual(s) whose name(s) is (are) subscribed to the within instrument and 
acknowledged to me that he/she/they executed the same in his/her/their 
capacity(ies), and that  by his/her/their signatures(s) on the instrument, the 
individuals(s), or the person upon behalf of which the individual(s) acted, executed the 
instrument. 
     
       ___________________________  
            Notary Public 
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SAMPLE CONTRACT ATTACHMENT A 
CERTIFICATION REGARDING 

DEBARMENT, SUSPENSION, AND RESPONSIBILITY 
 

The undersigned certifies, to the best of his/her knowledge and belief, that the 
Contractor and its principals: 
 
1. Are not presently debarred, suspended, proposed for debarment, 
declared ineligible, or voluntarily excluded by any Federal department or agency; 
 
2. Have not within a three-year period preceding this 
transaction/application/proposal/ contract/agreement been convicted of or had a civil 
judgment rendered against them for commission of fraud or a criminal offense in 

connection with obtaining, attempting to obtain, or performing a public (Federal, State 
or local) transaction or contract under a public transaction; violation of Federal or 
State antitrust statutes or commission of embezzlement, theft, forgery, bribery, 
falsification or destruction of records, making false statements, or receiving stolen 
property; 
 
3. Are not presently indicted for or otherwise criminally or civilly charged by 
a governmental entity (Federal, State or local)  with commission of any of the offenses 
enumerated in paragraph 2 of this certification; and 
 
4. Have not within a three-year period preceding this transaction/ 
application/proposal/contract/agreement had one or more public transactions 
(Federal, State or local) terminated for cause or default. 
 
 
 
Date: ______________   _______________________________ 
       [Print Name of Contractor] 
 
      By:  ________________________ 
        [Print Signature] 
 
       ________________________ 

        [Print Name] 
 
       ________________________ 
        [Print Title/Office] 
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Appendix B 
 

COUNTY OF MONROE  

TRAVEL GUIDELINES 
 
 

 

 SECTION D 
 
 TRAVEL EXPENSES 
 
This section of the Travel Guideline identifies allowable expenses for which the County 
of Monroe will pay the traveling employee.  
 
Lodging 
 
1. Arrangements for lodging accommodations should be made in the most 

economical manner possible.  Use of the County’s accounts as administered 
through Travel Service should be used to make reservations and payment for 
lodging wherever possible.  Use of the accounts will guarantee that a room will be 
held for the late arriving traveling employee (unless canceled).  An itemized bill 
for lodging must accompany the Travel Expense Report and should stipulate 
the single occupancy rate for accommodations.  When two employees are 
staying at the same hotel, motel, etc. at the same time, sharing a room is 
encouraged when appropriate.  Generally, lodging expenses incurred within 
Monroe County, or within 50 miles of Monroe County, will not be allowed. 

 
Personal expenses such as movies should not be charged to the County’s 
account. 

 
In situations where a spouse accompanies the traveling employee, all expenses 
related to the spouse are not reimbursable.  Reimbursable expenses cannot be 
more than if the County employee traveled alone. 

 

An itemized bill for lodging is required. 
 
Transportation 
 
2. Transportation should be arranged in the most economical manner possible.  For 

example, if train fare is more economical than driving (which might include 
mileage, tolls, parking, etc.), the County will pay the cost of train fare.  Whenever 
time permits, use of the train instead of airlines is encouraged.  The County’s 
accounts should be used to make reservations and payment for transportation 
wherever possible. 

 
 

Air Travel 
 
The County will pay for air travel only at coach or economy rates.  Air travel should be 
by the most direct route possible unless indirect routing will result in a significant 
savings to the County with a relatively short period of travel time lost. 
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The passenger portion of the airline or train ticket is required to be appended to 
the Travel Expense Report. 
  

Train, Taxi, Bus, and Subway Travel 
 
The County will pay for train, bus, etc. costs at their respective rates (train travel at 
coach rates).  The passenger portion of any ticket(s) issued is required.  No receipts 
for subway and bus fares are required. 
 
 
 Car Rental 
 

Car rentals requests must be documented as to need.  Car rentals made by an 
employee without using the County’s established accounts will be subject to the 
rate of reimbursement as determined by the Controller. 
 
The County will pay for automobile rental whenever it is most reasonable and 
economical to make use of a rental car.  Cars rented must be a compact model (or 
subcompact) as these cars have the lowest rates.  However, if more than four (4) 
employees will be traveling in a rented car, or if it can be demonstrated that the safety 
of the traveling employee(s) requires a larger car, an intermediate car will be allowed.  
The County will not pay for full size and/or luxury automobiles. 
 
When, pursuant to the rental contract, additional charges are made for a rental 

car returned with less gas in the tank than when first rented, every attempt 
should be made to avoid such charges by replacing gasoline before turning in the 
rental car. 
 
It is imperative that the County’s accounts as administered by the Travel Service are 
used.  Use of the accounts result in a discount and will allow the employee to waive 
collision coverage which is automatically provided when the account is used.  
 
A car rental receipt is required. 
 Private Automobiles 
 

When using a private automobile for out-of-County travel, the employee may claim 
mileage at the current negotiated rate per mile.  Cost of fuel, maintenance, insurance, 
etc. is included in the rate per mile and may not be claimed separately.  Private 
vehicles to be utilized on County business must be in proper working order, registered, 
inspected, and insured as required by State law. 
 
Car Pooling 
 
As a cost savings to the County, and in an effort to save fuel, it is strongly 
recommended that employees traveling by County or private automobiles car pool.  An 
employee wishing to travel alone may do so, but expenses incurred will not be paid if 
not reasonable and necessary. 
 

Meals 
 
3. With some exceptions, as noted below, the County will pay a maximum amount 

per meal for expenses incurred during travel.  The County does not pay a per diem 
for meals and, while there are maximum allowances for each meal, the traveling 
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employee may only claim the actual cost of his/her meal.  Actual receipts are 
required.*  The prescribed meal allowances include gratuities and any applicable 
taxes. 

 
  Civilians 

Breakfast $6.50  
Lunch  $7.50  
Dinner  $18.00 

 
If travel duration is less than a full working day, claims for meals will be allowed 
within the following time frame: 

 
Breakfast May  Lunch May   Dinner May 

Be Claimed:   Be Claimed:   Be Claimed: 
 

If departure is: 
Before 6:00 a.m.  Before 12:00 p.m.  Before 5:00 p.m. 

 
If return is: 

After 9:00 a.m.   After 1:00 p.m.   After 6:00 
p.m. 
 

NOTE: Trip departure or trip return shall refer to either work station or place of 
residence.  If the cost of a meal is included in a conference/registration 
fee, this should be noted, and the meal must not be claimed a second 
time.  On some occasions there may be a breakfast or luncheon program 
as part of the conference for which a fee will be charged (including the 
meal) that exceeds the meal allowance.  This fee may be claimed but 
must be clearly documented. 

 
Telephone and Postage 
 
4. The County will pay for all telephone, fax and postage charges incurred for County 

business.  Claims for such charges for personal phone calls will be limited to $3 
per day. 

 

Receipts for telephone charges are required. 
 
Tips 
 
5. Other than reasonable tips (15%) for meals, taxi fares (15%) and $2.00/day 

for hotel services such as bellhop/maid, no other tips may be claimed. 
 
Unauthorized Expenses 
 
6. Employees will not be reimbursed for expenses such as alcoholic beverages, valet, 

laundry services, newspaper, personal items, or entertainment.  The 
determination of unauthorized expenses will be governed by applicable law, this 
Travel Policy and where no authoritative source is provided, the Controller’s 
discretion. 

 
 


